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ASSET CASE MANAGEMENT FUNCTION
3-9 MANAGE FOLLOW-UPS

The Manage Follow-ups function in ASSET tracks information about a customer who has a
system generated exit.

The information gathered in Manage Follow-Ups is organized into three different areas:

1. Follow- up Credentials — where workers report that a certificate/ credential was earned
during participation or after exit. (See WIA Policy Update 06-07).

2. Follow-up Status — where workers report employment for the first, second and third
guarters after exit. The reporting quarters are listed at the top of each tab.

3. Follow-up Services — where workers document the services that are provided to a
customer in the 90 days preceding program exit and after program exit.

The Manage Follow-Ups function is launched from the Menu Tree. Clicking on this option
opens the ASSET Customer Search page. Workers will need to perform a search to find the
customer about whom a Follow-Up is being reported. The search is done by entering the
Search or Advanced Search criteria for the customer.

The first page displayed is the Follow-Up Summary for the selected customer. This page is
divided into the three sections mentioned above — Credentials, Status and Services. Under
each section, any item with historical information on the database will have that information
listed.
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The Follow-up Summary Screen looks like this:

3 ASSET - Microsoft Internet Explorer
File  Edit Wiew Favorites Tools  Help

m ASSET - Follow-up Summary for Sally Frogg

= ASSET
Care Management

Program Credential Credential D ate Program Exit Date
anage Customers 1

0O row(s] found.

_1&x]

Links **

Follow-up Credentials

- Manage Assessmenls

] Employability P .
anage tmplopabiliy Flan Add Follow-up Credential

- Manage Programs

- Manage Services

- Manage Program E xits

. Job Matching

. HELP [ASSET Systern Manual)
Staff Information

W Job Center Directony

o Exit ASSET

Follow-up Status

1

Program Mame Status Date Program Exit Date |
0O row(z] found.

Add Follow-up Status I

Follow-up Services

Follow-up Service Mame Create Date Office
1

0O row(z] found.

Add Follow-up Service I

Follow-Up Credentials

The Credential section of the Manage Follow-Up function is the location where workers report
the certificate/credential attainment. This section is available to workers at anytime during the
individual's participation in the program

Workers add certificate/credential information by clicking on the Add Follow-Up Credential
button. This takes the worker to a screen that displays the programs for which a
certificate/credential is reported.

m ASSET - Follow-up Summary for NINA KATZ [301]

:

=2 ASSET Follow-up Credentials

E‘ Case Management Brogram W arme LCredential Credential D ate Exit D ate
Manage Customers il Title 1 Dccupational Skills Certificate  01/31/2007
- Manage Emplovment or Credential
- Manage Assessments Page 1
- Manage Emplayability Plan 1 rows] found.
- Manage Programs Add Follow-up Credential I
i Manane Sandcas

Certificates/credentials, can be reported for any program once a program registration is present

in ASSET. Clicking on the program link (underlined) will open the Credential screen. It looks
like the one on the next page.
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23 ASSET - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help

= ASEET
- 2 Case Management
‘... Manage Customers
i Manage Assessments
M anage Emplayability Plan

M anage Progiams

i Manage Services

.. Job Matching
. HELP [ASSET System hanual)
- Staff Information
- W/ Job Center Directary
Exit ASSET

=171

Links **

ASSET - Follow-up Credentials for Sally Frogg [181)

Save

¥ Credential Attained: I - I
¥ Date Credential was Attained: I [MMADDAYY]  Seths Today

* Case Manager: Schmitt. Lynn Change Staff |
Staff Type: Iﬁ

# Office Code: I ;I

DA, 001-5outheast
Created
Last Updated:

This page includes only a few fields of information. They are:

FIELD

REQUIRED DESCRIPTION

e Credential Attained

This field is entered from a dropdown menu.
Valid values are:

e High School Diploma

e GED or HSED

Yes e AA or AS Diploma/Degree
e BA or BS Diploma/Degree
e Occupational Skills License

e Occupational Skills Certificate or
Credential.

e Date Credential was
Attained

The date the certificate/credential was attained.

Yes This date cannot be a future date.
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FIELD REQUIRED DESCRIPTION
.« C M Yes The name of the Case Manager, defaulted from
ase Manager the logon.
e Staff Type No Blank unless an LVER or DVOP (Veteran Staff)
. Defaults to the Office if the User logged on, but
* Office Code Yes may be changed if not correct.

Clicking the Save button returns the user to the Follow-Up Summary page where the newly
reported credential will appear on the historical list.

Follow-Up Status

The Follow-Up Status section is used to record post-Exit information about employment or WIA
Title 1 Youth outcomes.

When viewing the Follow-Up Summary screen, the Status section appears in the middle of the
Follow-up Summary screen.

o I g LY §
i Manage Programs
i Manage Services

----- Manage Program Exits
B} 550 Follow-Lips Follow-up Status

i Manage Customer Motes Program Mame Statuz Date Program Exit Date
----- Job Matching 1
..... HELF [455ET System Manual] O'rowls] found.
----- Staff Infarmation Add Follow-up Statuz
----- Wil Job Center Directory
----- Exit &55ET

Follow-up Status information can be reported for each program the customer received services
from. Each program will be listed in the Program Name column. Workers may select that recor
by clicking on the underlined link in the row and add the appropriate quarterly follow-up data as
appropriate. If no Follow-Up Status exists, the worker may click on the Add Follow-Up Status—
button.

155

The first screen that displays is the Programs Eligible for Follow-Up. ASSET determines this by
checking to see if there has been an Exit completed for this customer. All programs must have
been exited for a Follow-Up Status to be reported. This is the screen displayed when an exit
has occurred.
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= ASSET

..... =] Casze Management

----- Manage Customers

----- Manage Emplovment

..... Manage Asseszments

..... I anage Emplovability Plan
..... 4 anage Programs

..... Manage Services

..... Manage Exits

Ot ariage Follow-uips

----- M anage Custorner Motes

----- Manage Alerts

..... Staff Requests

----- Jaob Matching

..... - System Feports

----- HELF [&55ET Systern Manual)
----- Staff Infarmation

MANAGE FOLLOW-UPS

Follow-up Credentials

Program Mame
"l Title 1

Page 1

Credential

Occupational Skills Certificate
or Credential

Ciedential D ate
01/31/2007

Exit Date

1 row(z] found.

Add Fallow-up Credential

Follow-up Status
Program(z] \ithin E pisode
Wl Title 1

Tah

Page 1

Ewit Date
09/01,/2005
10/21/2004

2 raw(z] found.

Add Follow-up Status

----- Staff Search
WTJDbE;:aCnter Diirector Follow-up Services
Ewit A55ET Y b Follow-up Service Mame  Create Dats Office
""" ;I Emnplover Contact [v'outh] 01/26/2007 =]
[Ted~ .

Statf 1D
WIEKTACCNWASSETCASEMANAGER LI

When the customer is eligible for Follow-Up status reporting, click below the Program(s) Within
Episode link (like the one highlighted in the example above) and it will open the Follow-Up
Status screen. It looks like this:
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trmTr s l'u'“"'I""l’f"‘"""'"""""“—‘""""":I""I’"""I’"‘“""'l’"‘"""‘""""“‘l‘”" — T =
Y Y
) ) Event Histor
o ASSET E I
----- =] Caze Management
----- I anage Customers Enfgli::;ﬁlint First Second Third
,,,,, Manage Emplavment TCOED Quarter Quarter Quarter
----- Manage Assessments Bt el
----- M anage Emplovability Plan
""" Manage F'rog.lams Has thiz perzon entered Training-related emplovment during the first 3 quarters after exit?
----- lanage Services m
----- I anage Exits
o4 anage Follow-ups Method Used to D eterming Trai Jated Empl -
_____ Manage Custamer Notes ethod Used to Determine Training-related Employment;
----- Manage Alarts | =
----- Staff Requests | =
_____ Job Matching Entered Mon-Traditional Dccupation during the first 3 quarters after exit:
----- ] Systemn Reports  Yes % Na
----- HELF [&5SET Syster Manual) _
..... Shalf Information Ercluzion Reazon: | ;l
----- Staff Search Retired: = Yes = Mo % NoFesponse
----- Wl Job Center Directory [
----- Exit ASSET _I Retirement status has been reported on the Exit, to update this information, go to Exit. _I
[ | Il I B == R

Tab 1: Entered Employment Overview
The information collected on this screen may be updated at any time.

The fields on the Entered Employment Overview tab are:

FIELD REQUIRED DESCRIPTION
Dropdown box with the following options:
e Has this person entered e VYes
Training-related
employment during the No * No

first three quarters after

exit?

with JCS Admin access can change the
selected response.

Note: Once a Yes response is saved, only staff
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FIELD

REQUIRED

DESCRIPTION

e Method Used to
Determine Training-
related Employment:

No

Dropdown box with the following options:

e Compared occupation code of the training
to job

e Compared industry with the occupation of
the training

e Other appropriate method

o Entered Non-Traditional
Employment During the
First Three Quarters
After Exit

No

Yes/No radio button to indicate if this person
has entered a non-traditional occupation based
on WIA policy definition

e Exclusion Reason

No

Dropdown box with following options (used for
performance exclusions). This field is grayed
out if a response was entered and saved on the
Exit screen.

¢ Incarcerated/Institutionalized

e Health/Medical

e Deceased

e Family Care

¢ Reservist Called to Active Duty

e Relocated to Mandated Residential
Program (Youth Only)

Retired

Yes

Radio Button. Select either Yes or No to reflect
the customer status at follow-up. The No
Response is a system default button only. This
field is grayed out if a response was previously
entered on the Exit screen.

Recalled by Layoff
Employer

Yes

Radio Button. Select either Yes or no to
indicate if the participant at follow-up was
recalled by the employer/agency that they were
laid off from at the time of TAA participation.
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Tab 1, 2, 3, First Quarter, Second Quarter, and Third Quarter.

When the worker clicks on any of the other tabs, the following interim screen appears if no data
has been previously entered for that quarter:

P

I m ASSET - Follow Up Status for Phineasz Frogg [35]
1| = ASSET S I
. [[]- Caze Management .
..... Manage Customers Ewent Histon I

----- Manage Employrent

----- Manage Assessments First
----- Manage Emplayability Plan Quarter
----- tManage Programs

Employment Follow Up
Firgt Quarter After Exit Quarter: 10/01/2004 - 1273152004
Exit Date: 0870472004

Add Quarter 1 Data I

.. Staff Requests
. Job Matching Save I
[ System Reports Ewent History I
. HELP [ASSET System Manual]
.. Staff Information

... 5taff Search

e e

Printable Werzion [all tabs) I

When a worker clicks on one of the Quartgr tabs, the information appears in bold print. ASSET
prevents data entry on the tab before the/first day of the After-Exit quarter. Workers may want
to wait until the end of the quarter to gef and report the most accurate information available for

the After-Exit quarters.

Click on the appropriate Add Quarter Data button and the data entry screen displays and looks
like the one on the next page.
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m ASSET - Follow Up Status for CLINT EASTWOOD [2868)

= ASSET Save
- =1 Case Management
Manage Customers Event History

Manage Employraent

i dssenmeits Sl ‘ First second Third Fourth
Manage Employabilty Plan l]:erzlew Quarter Quarter Quarter Quarter
Manage Programs

- Manage Services EnplopmartFollow tp

Has this person entered Training related emplopment during the first 4 quarters after exit?
No =
Manage Alerts
. Staff Requests Method Uised to Determine Traning+elsted Employment:
Job Matching | =l
= Spstem Reports

- Custormer Summary Entered Hon-Traditional Occupation during the first 4 quarters after exit
Customer Noles Cives FHo

- Custarner Emplornert History

. Vieterans Exclusion Reason =
Case Managed Veterans

- Youlh Individual Service Strategy I L £ HI A C oo
Ineligible Youth Farticipants * Recalled by Layoif Employer . (ol & Mo Response
Exit Warning

- Exited |l |
Case Managed DOC/CDP
e Cieated 7/9/2008 11:38:43 AM Bx Supp Data

. Employment Plan ki iers By i
Ul Partcipart Fieport

- Supplemental Data Feport

T4 Financial Plan Save
= ; =

ol Dmnbms

The first section is Youth Status and is used for the WIA Title | Youth Program. All Youth exits
must have one of the responses selected depending on the youth status at registration, i.e.
Younger Youth/Older Youth. These fields are used for WIA Title IB Performance Measures, so
it is important to complete this field. Staff should ensure that the placement reported
corresponds to the youth program.
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The Field Descriptions are:

FIELD

DESCRIPTION

e Youth Placement/Retention

Dropdown menu includes the following options:
e Entered post-secondary education

e Entered advanced training

e Entered Military Service

¢ Entered a qualified apprenticeship

The Second section is used to identify the Employment Status. The fields for data entry are:

FIELD

DESCRIPTION

o Employment Status

Yes or No Radio buttons. ldentifies whether or not the
person was employed at anytime during this quarter.

e Supplemental Data Status

Has two values — Necessary or Not Necessary, and
defaults to Not Necessary. This field is updated by a
batch job each quarter and will be changed to
“Necessary” if no wages are found for the client on the
Ul Wage file. This field is updatable only by an
Administrator level staff.

The Third section is the Supplemental Employment Information for Federal Reporting.
Currently the information recorded is only used for Title I. The fields for data entry include:

FIELD

DESCRIPTION

e Total Wages Paid in Quarter
from Supplemental
Employment

Numeric Text field to indicate the total wages earned by
this individual in the calendar quarter being reported.
This can be actual (from check stubs) or a calculated

ASSET Users’ Guide
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FIELD DESCRIPTION

amount. (Response not necessary for performance.)

Yes or No Radio buttons. A Yes response indicates that
the employment is located outside of Wisconsin. Non-
Wisconsin employment is not reported on the Wisconsin
State Wage Record system, however the WRIS (Wage
Record Information System) is used which has other
states’ Ul wage information.

e Out of State Employment

Yes or No Radio buttons. A Yes response indicates that
e Self Employment the person is self-employed. Self Employment is not
reported on the Wisconsin State Wage Record system.

Yes or No Radio buttons. A Yes response indicates that
the employment is with an employer that is not required
to report wages on a quarterly basis to the Wisconsin
State Wage Record system. See the Ul Division’s web
site for a complete description of excluded employment.

e Other Non-Ul Covered
Employment

Dropdown Menu that includes the following options:
e Check or Cancelled Check (from employer)
e Employer Record (or other written statement)

Income Statement

e Supplemental Data
Verification Status

Not Employed in the Quarter
Not Verified

If this field is not completed or if Not Verified is selected,
the information provided will not be considered for WIA
Performance. Workers must retain a copy of the
documentation in the paper case record.

The last section is for Local Management Reporting and can be used for all programs in
ASSET. This data can be used by staff to predict performance outcomes or to monitor their
service provider activities.
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The section will look like this:
GBa:k - J o u E‘ _l] ‘ 7 J Search \;\'( Favarites Q_‘/j‘ - \'?. — _] ﬂ ‘

Adiress [&] https://ace dwdwisconsin goufdws/assets BT
m Supplemental D ata Verfication Status: ot Verfied = ]|
For Local Management Reperting:
o ASSET
Emplaer |
= Case Management
- Manage Customers Hourly Wage: $ [HHu 1]
Manage Employment Averags Hours per Week: [
Manage Assessments
- Marage Employabilty Plan
Manage Programs ¥ Job Titke: [Food Preparation workers
Manage Services Decupational Categan: [ |
¥ O"NET Dceupational Code: [35-2021.00  [H-dk 48] Link to O*NET
* MNAJCS:
- Marage Aletts
Staff Requests Select NAICS Link to NAICS
JobMatohing .
(& System Reparts Total Wages Paid in Quarter $ (HEERRHEH]
- HELP [8SSET System Manual]
Staff Information
* | . -
Iy Difice Cade: [T630% Job Center - Manros County [INACTIVE] =]
- Wil Job Center Directory WD 009-Westemn
Exit ASSET
- Administration Taals Created 6/1/2005 3:31:32 PH By DWDAMITAMA
Last Updated 4/28/2008 1:26:02 PM By DWDAMITAMA
Save Delete
Event History
Frintable Version [l tabs)

Workers should report the information for each of these fields for each quarter. If an individual
has more than one employer in a quarter, the information shown should be for the employer as
of the end of the quarter, or if multiple concurrent jobs, for the most important job. However, the
field for the Total Wages Paid in Quarter should be the sum from all employment in the quarter.

Once the data is entered, click on SAVE to update the database. Workers may return to any
previously entered quarter’'s data to update it. NOTE: Workers should record any new
employment on the Employment History in the Manage Customer function so that a
complete work history is maintained for the individual.

A worker may choose to delete any quarter’s information by using the Cancel Add Quarter

button (as seen on page 8). This should only be done when the customer’s information was
incorrectly reported or if the customer began a better job in the same quarter.
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The field descriptions for this section are:

FIELD

FIELD DESCRIPTION

e Employer Name

Text field for the name of the employer or
company. Be as complete and accurate as
possible to avoid potential confusion.

e Hourly Wage

Text field. Enter the hourly wage for this job. If
wage is other than hourly, workers should
attempt to factor an hourly wage based on
salary, commissions, and in-kind wages. etc.

e Average Hours Per Week

Text field to indicate the typical number of
hours per week that the individual is scheduled
to work.

e Job Title

Name of job that the participant was hired into.

e Occupational Category

The Occupational Category related to the Job
Title.

¢ O*NET Code

The O*NET code is system generated once
the occupational category is selected. A
worker can use the Link to O'NET to access
additional codes if preferred.

e Select NAICS

The NAICS code is system generated when a
worker clicks on the Select NAICS link.

e Total Wages Paid in Quarter

Numeric text field to indicate the total wages
earned by this individual in the calendar
quarter being reported. This can be actual
(from check stubs) or calculated amount.
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Follow-Up Services

The Follow-Up Services section is used for reporting services provided to a customer. Follow-
Up services may be provided at any time during program participation or at exit. To record a

follow-up service, a participation date must be evident in an episode.

Like the other Follow-Up sections, any Follow-Up Services reported for this customer in the past

are displayed in historical rows. Workers may review those services by clicking on the

underlined Service link. To report a new Follow-Up Service, click on the Add Follow-Up Service—

Button. The Services section of the Follow-Up Summary screen looks like this:

o ASSET

..... =] Casze Management

----- 4 anage Customers

..... M anage Employment

----- I anage Aszessments

----- anage Employability Plan
----- tanage Programs

..... Manage Services

..... Manage Exits

oMl arage Follow-ups
----- M anage Customer Motes
----- Manage blerts

----- Staff Requests

----- Jaob Matching

..... [#-- Spstern Feports

----- HELF [5SET Systern Manual)
----- Staff Infarmation

----- Staff Search

----- Wl Job Center Directony

Follow-up Status
Programiz] \#ithin E pisode
"l Title 1

184

Page 1

Euit Date
09/01 /2005
10/21/2004

= Users’ Guide

2 row(z] found.

Add Follow-up Status

Follow-up Services

Follow-up Service Mame  Create Date
Ermnplover Contact [v'outh] 0142642007
Adult Menbaring [Youtk] — 01/26/2007
Page 1

Office
0g10
0g10

Staff 1D
WIEKTACCNWASSETCASEMANAGER
WIEKTACCWASSETCASEMANAGER

2 row(z] found.

The next screen looks like this:

O

o ASSET

- [ Caze Management

i ... Manage Customers
L. M anage Employment
L. Manage Assassments
- Manage Employability Plan
----- anage Programs
L. Manage Services
B Manage Exits

ahiage Follow-ups

The worker should then click on the appropriate Program Name to enter the Follow-up Service.

-

Eligible Programs For Follow-up

Add Follow-up Service

\

ASSET - Follow-up Service Eligibility for NINA KATZ [301]

Program Mame Reaqistration Date Exit Date
TAS 04,/04/2008

TAL 02/19/2003 10421/2004
"l Title 1 04,/04,/2008

"l Title 1 058/10/2005 03/01/2005

4 row(z] found.

The screen will look like the one on the next page.
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<R ASSET - Microsoft Internet Explorer

e ASSET
..... =] Casze Management

----- Manage Customers

----- Manage Assessments

----- 4 anage Emplopability Plan

..... 4 anage Programs

----- "Wl Job Center Directory
----- Exit ASSET
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The data elements captured on this page are:

FIELD REQUIRED DESCRIPTION

e *Open: The date the Follow-up Service is either
Ple?nn .d Service Dat Yes planned to start or actually starts. At least one
ActuaIeSer(\e/i\éle eDate € of these dates must be entered. Note that an

Actual Service Date cannot be in the future.

e *Close: The date this service is either planned to end or
Planne.d Service Date Yes actually ends. If a planned date, it may be the
Actual Service Date current date or a future date. If an Actual

Service Date, it cannot be a future date.
. Select from the dropdown list the appropriate
* _

* ‘*Follow-Up Service Yes service being provided.

e Weeklv Participation Enter the number of hours per week the worker
Hour y P No anticipates the WIA customer will participate in

ours the service or activity.

e Provider NoO The name of the Provider who will provide the

service.

e Provider ID No The ID of the Provider.

From the dropdown, select either Non-WIA or

e *Funding Source Yes WIA as the source of the funding for the

setrvice.
From the dropdown, select the response that

e Qutcome No best describes the result or outcome of the

service provided.

e Comments NoO Text box that allows the worker to note special

information about this follow-up service.
The system defaults to the User and Office of

e By Block Yes the person logged on, but this may be changed

as appropriate.

Return to Index — Click here
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